
Announcement No.
FEC-FM-003-07 

:
Closing Date

14 Mar 07 VACANCY ANNOUNCEMENT 
:

Date of Issue
22 Feb 07 

1.  Job title  (  Grade   5     LAD    3   )   

Accounting Technician, #8 
( )

Acceptable trainee level:  1-4 
                                    

  Administrative     Blue Collar Trade    Security              Medical

No. of 
Recruitment 

1

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant

2. Activity

Naval Facilities Engineering Command Far East 
Financial Management Department (FM), 
Accounting Division (FM1) 
Cost Accounting Branch (FM1C) 

Working Place: Tomari-cho, Yokosuka

3. Work Schedule (   40   hrww )
 Work Days:  Mon - Fri 

  Work Hours:  08:00 – 16:45/Recess Period:  12:00 – 12:45 
 Night Shift       Overtime         Business Travel

5.  Type of Employment 
  MLC 
  IHA                                      HPT 

 Permanent   
 Limited Term (     Months )

6.  Duties 
See attached for detailed duties.

7. Qualification/Physical Requirements 
a.  One year of clerical, technical or administrative work experience equivalent at 1-4 level in the related work OR completion of 4-
years college/university in a related field. 
b.  Knowledge of methods and procedure used in the double entry bookkeeping. 
c.  Skill in operating personal computer such as Microsoft Office, especially Excel with advanced knowledge. 
d.  Ability to analyze accounting variances, determine causes, and take corrective actions. 
e.  Ability to provide adequate customer services. 
f.  Ability to speak, read and write English at fluent proficiency level (LAD-3). 

* An applicant who does not fully meet the qualification requirements stated above may be considered at 1-4 level below 
a. One year of clerical, technical, or administrative work experience in any field.  If applicant does not have such work experience, completion          
of 4-years college/university in any field may qualify him/her at 1-4 level. 
* A handicapped applicants may be accepted, depending on the degree and kind of disability.   

English Language Proficiency None Basic Intermediate Advanced            
                                                                                                                                                                                 Exceptional

Educational Background N/A License/Certificate Required N/A

8.  Application and Associated Documents Working 
Condition 

*  Application for Vacancy Announcement   
*  Resume of Specialized Work Experience   
* Complete  in Japanese    English   Either

 Copy of Driver's License
 Copy of Certificate 

 Certificate of English Proficiency (Copy)
 80  (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.) 
/  For  non-Japanese citizen 

applicant, copy of Alien Registration and Passport/Visa Copy 



9. Office to Submit 

MLC/IHA     
/ HRO

Office to submit is different for Current MLC/IHA 
Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.  
Applications must be received by the closing date of the Vacancy Announcement.  (Application Drop Box under the 
HRO Gate Office counter is accessible from 0600 to 0100 at night.): 

MLC/IHA
  When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only, 

Off Base applicants will be rated ineligible. 

MLC/IHA   Current MLC/IHA Employees must submit to: 
1 banchi Tomari-cho, Yokosuka, Box 22 

 (N132)                          COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka 
/Extension   243-8152    JN Employment Division (N132) 

   Off  Base Applicants must submit to: 
238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka 

( )  (LMO/IAA)       Yokosuka Branch of LMO/IAA 
                                                                                       Management Section 

Phone 046-828-6959 
0830-1730  ( )    Operating Hours:  Mon-Fri, 0830-1730 (Closed on Japanese 

Holidays)    * Please contact LMO/IAA for questions on conditions of 
employment. 

10.  For Official Use 

   Activity POC :   NAVFACFE, MS2                                       (DSN) 243-7462/7275/6198       
PD No.:  FEC-FM1C-002 PD is accurate and current.   Certified by Activity:  mt HRO: AH 2/16   ah 2/20 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 



Accounting Technician 
MLC 1-5 

1.  Reviews & analyzes cost center financial statements for completeness, accuracy and conformance with Key 
Accounting Requirement #4 (Cost Accounting), and uniform accounting classifications or other specified 
accounting requirements.  Prepares & analyzes various reports, schedules, and subsidiary registers that are required 
for NWCF operations.  Performs trends & in-depth analysis for more than 20 commodities & services sold by 
NAVFAC FE.  Works with the Budget Division, Accounts Payable Branch and more than 25 work centers within 
the NAVFAC FE organization on corrective actions to remedy the cost account variances.  Prepares the Preliminary 
Report of Operations that provides initial analyses of the operating costs for the monthly accounting period, and 
serves as the basis for the Comptroller’s brief to the CO on the net operating results for the accounting period.  
Analyzes variances, determines causes, and takes corrective actions including revisions of standard operating 
procedures where appropriate.  Represents the Division on complex accounting matters and specifically matters 
relating to the NWCF.  Reviews & approves journal vouchers for input into cost accounting subsystem.  Reviews 
cost adjustments, tally sheets, job order transmittals, prepared by senior accounting technicians for completeness & 
accuracy prior to input into the NAVFAC FE’s Defense Working Capital Accounting System.  Assures that all 
accounting transactions in a double-entry accounting systems are recorded in accordance with NAVCOMPT & 
DoD policies.  Works with other divisions/branches to reconciles cost registers & journal vouchers to the general 
ledger accounts.  Also conducts special analyses as requested by the supervisor, and recommends changes to 
internal operating procedures and assists the supervisor in drafting standard operating procedures for general & 
internal implementation.  Work requires the extensive grasp of the entire system of accounts, their relationship to 
the organization, and the purpose of cost accounting reports submitted to management.  This is an 
experienced/senior accounting technician position subject to administrative supervision that has responsibilities 
directly affecting the financial integrity of NAVFAC FE.  Technical supervision is present in the form of periodic 
audit by staff level auditors.  (50%) 

2.  Assists in the establishment of job order numbers (JONs) in a complex job order costing system used in the 
NWCF activities.  Establishes, maintains, and issues JONs to capture the cost of NAVFAC FE’s operations.  JONs 
are used to record & retrieve data from the accounting system on revenue & the cost to produce products, and 
provide services to NAVFAC FE’s customers & internal cost.  Proper use & understanding of complex JON 
structure is critical to effectively monitor labor usage, manage cost, and assure efficient & effective utilization of 
NAVFAC FE resources. Works closely with cost center mangers on JON coding to minimize labor rejects and 
assure the retrieval of accurate financial information from the cost accounting system.  (25%) 

3.  Serves as program coordinator for NAVFAC FE ’s computerized labor distribution system (LDS) for NAVFAC 
FE ’s nearly 1,000 MLC & 50 U.S. civil service employees.  Monitors day-to-day operation of the program to 
assure labor is properly costed & charged to correct JONs.  Troubleshoots problem areas by independently 
researching labor input rejects.  Works with cost center managers to resolve procedural errors, system defects, and 
workflow problems.  Coordinates solution with cost center managers, the Business Operations Division, and re-
inputs data to comply with established system and cost accounting requirements.  Conducts independent audits & 
analyzes labor charges to assure the integrity of the costing subsystem and the labor hours used for NAVFAC FE 
billings.  (15%) 

4.  Serves as focal point for accounting & control of all personal property totaling about $20 million under the 
control of NAVFAC FE in accordance with policy & procedures contained in DoD Financial Management 
Regulations & the SECNAV Instruction.  Incumbent serves as resident expert on handling of all personal property 
accounting transactions caused by 1) changes to the investment threshold; depreciation period; and criteria for 
capital leases; 2) exercising purchase options on lease to purchase agreements, and 3) unique conditions (e.g., joint 
use, transfers to other activities, post/prior acquisition expenses, foreign currency variances, etc.).  Interprets & 
drafts implementing standard operating procedures on handling of personal property including minor property.  
Provides training to cost center managers on their responsibilities & duties in managing & controlling personal 
property.  Conducts research and provides assistance to the Comptroller on the optimal handling of specific 
transactions.  Recommends policies or changes to existing policy on tracking & controlling minor property.  
Reconciles subsidiary property records to general ledger balance and maintains automated database to assure the 
accuracy of the personal property records.  Coordinates & participates in planning & executing the triennial 
physical inventories to assure personal property is accurately reported in the NAVFAC FE’s financial statements.  
(10%) 

5.  Performs other related or incidental duties as assigned. 


